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Introduction

The Equal Employment Opportunity (EEO) Reporting Tool is designed to assist the
Department of Justice (DOJ) funding recipients meet requirements to continue to receive
financial assistance. Compliance with various Federal civil rights standards and reporting is a
condition of accepting Federal financial assistance. Failure to meet these requirements could
result in the loss of current or future funding, or both.

There is no requirement to use the EEO Reporting Tool, but it is highly encouraged.
Purpose

This user guide provides step-by-step instructions on how to navigate the EEO Reporting Tool
to create your organization’s account, complete the Verification Form, and if necessary,
complete the Utilization Report.

Process Overview

¢ Before accessing the EEO Reporting Tool, confirm whether your organization has an
existing account.

Following the confirmation or creation of an account this user guide will guide you through
the following steps:

e

» Signing in to access the EEO Reporting Tool.

)

e

* Creating an Organization Profile.

)

X3

* Preparing and submitting a Verification Form.

)

X/
°

Preparing and submitting a Utilization Report, if required.
EEOP Service Desk

If you require programmatic assistance with your submission, you may contact the Office for
Civil Rights (OCR) at 202-598-6458 and leave a detailed message or email
EEOPForms@usdoj.gov.

If you have IT related problems with your submission, you may contact the EEOP Service Desk
at 202-307-0627 and leave a detailed message or email EEOPITSupport@usdoj.gov.

U.S. DEPARTMENT OF JUSTICE
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1. LogIn to Access the EEO Reporting Tool

The Digital Identity & Access Management Directory (DIAMD) system provides a centralized
and highly secure identity governance and access management platform supporting the DOJ
users. If you have not created an account in DIAMD, you have the option to enroll. Refer to

the DIAMD Account Access.

11 DIAMD SignIn

Navigate to the DIAMD Homepage and enter the required fields to access the EEOP

I%)Ilcatlon
Figure 1). Alternatively, you may access EEO Reporting Tool via the OCR Homepage.

1. Enter the email address used to create the account.
2. Enter the password used to create the account.

3. Select, Sign In.

4 HE UNITED STATES
DEPARTMENT o” JUSTICE

Sign In

Email Address

@ Please enter a username

Password

@ Please enter a password

Remember me

Need help signing in?

Figure 1: DIAMD Sign In

, U.S. DEPARTMENT OF JUSTICE
’ OFFICE OF JUSTICE PROGRAMS 2
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4. Upon Sign In, the system will display the EEOP Application in DIAMD. Select the EEOP
application to access the EEO Reporting Tool (Figure 2).

5. A “Signing in to EEOP” message will be displayed on your screen.

DEPARTMENT 5/ JUSTICE Q ﬁearch your apps

A MyApps
My Apps
DOJ Apps
® DOJ Apps
Add section @®
A Notifications ‘ITV.
EEOP

Figure 2: EEOP Application

U.S. DEPARTMENT OF JUSTICE
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Equal Employment Opportunity Program Reporting Tool User Guide

2. Organization Profile
2.1 Authorized Users
Under the Organization Profile tab, any Authorized Users will be displayed (Figure 3).

NOTE: Reporting requirements are determined when the Verification Form is submitted.

Non-Exempt: If your organization is required to submit a Utilization Report, the end-user
with Implementation Authority, User, and Entity Administrator can E-Sign and Submit the
Verification Form.

Exempt: If your organization is not required to submit a Utilization Report, only the end-
user with Implementation Authority can E-Sign and Submit the Verification Form.

1. If needed, update your phone number by clicking on the form field.
2. Select Save.

3. If no updates are required, proceed to section 2.2 of this user guide.

LICEL AN (LY Verifications/Reports  FAQs Contact Logout

Good afternoon Sabrina Rahman!

Authorized Users

Your organization's authorized users are listed below. Changes and updates can be made by your entity administrator.

NOTE: Implementation Autheority means having the legal authority to implement your organization's EEO Plan. Only users with Implementation Authority can e-sign and Certify the EEO Plan.
Sabrina Rahman  Sabrina.Rahman@usdoj.go
Assigned role: Implementation Authority Phonej 123-485-6789
John Doe  john.doe@usdoj.gov
Assigned role: Entity Administrator Phonej 123-485-6789
{—

Figure 3: Authorized Users

U.S. DEPARTMENT OF JUSTICE
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2.2 Organization Profile

The Organization Profile will be pre-populated with the information provided in the System
for Award Management (SAM). Any changes to the Organization Profile must be submitted

via SAM.gov (Figure 4).
1. Click the drop-down button to select an Organizational Category.

2. Click the drop-down button to select an Organizational Type.

3. Select Save.

Organization Profile

izational type.

================

“Centact Persen Name

uuuuuuuu

*Organizational Type “Organizational Category

Special Jurisdiction Law Enforcement Government Law Enforcement

Figure 4: Organization Profile

4.

continue to the next module (Figure 5).

OIGELFE LGNS S Verifications/Reports BIZA65

Good afternoon

In the upper right-hand corner of the module, click the Verifications/Reports tab to

Contact Logout

Figure 5: Verifications/Reports Tab

, U.S. DEPARTMENT OF JUSTICE
’ OFFICE OF JUSTICE PROGRAMS
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3. Prepare a Verification Form

The Verification Form is the process in which the recipients acknowledge reporting
requirements.

3.1 Verification of EEO Reporting Requirements Status

The Verification of EEO Requirements Status module lists any previously submitted forms
(Figure 6).

1. To review a completed form, select View Verification Form or Download Verification
Form.

2. To create a new form, select Prepare Verification Form.

3. If you have completed a Verification Form and need to Prepare a Utilization Report,
select Work on Utilization Report.

Organization Profile AZIITEITLEEEVUER FAQs Contact Logout

Verification of EEO Reporting Requirements Status

Verification Forms prepared for your organization are listed below. You may view their details and edit them by clicking on individual ones. You may also create a new one by clicking Prepare Verification Form button if
you have the proper assigned role. You may click Work on Utilization Report button if you need to prepare Utilization Reports for applicable fiscal years

FY 2022
Sabrina Rahman verified on 04-MAY-2023

View Verification Form Download Verification Form
FY 2023
Sabrina Rahman verified on 04-MAY-2023
View Verification Form Download Verification Form

FY 2024
In Progress

m Prepare Verification Form Work on Utilization Report

Figure 6: Verification Form Status

U.S. DEPARTMENT OF JUSTICE

OFFICE OF JUSTICE PROGRAMS 6




Equal Employment Opportunity Program Reporting Tool User Guide

3.2 Determination of EEO Reporting Requirements

The system will display the Determination of EEO Reporting Requirements module (Figure 7).
The data collected in this section will be used to determine the type of Verification Form that
is required.

1. Click on the drop-down button to select the Number of Employees.

2. Click on the drop-down button in the Award Fiscal Year field to select the fiscal year
for which you are certifying,

w

Click on the drop-down button to select the Single Largest Grant Amount.

B

Click on the drop-down button in the Filed Utilization Report Last Year field to select
Yes or No.

5. Click on the drop-down button in the Have Subrecipients Subawarded More than
$500,000 field to select Yes or No.

6. Select Save and Continue.

Organization Profile B'OGTEUCLENGENLGEN FAQs Contact Logout

Determination of EEO Reporting Requirements

Please provide details of your Verification Form requested below if you have the proper assigned role

*Number of Employees *Award Fiscal Year
150 or More . 2023

*Single Largest Grant Amount *Filed Utilization Report Last Year

$500,000 or More . No

*Have Subrecipients Subawarded More Than $500,000

o .
Save and Conlinue <:

Continue

Figure 7: Determination of EEO Reporting Requirements Module

U.S. DEPARTMENT OF JUSTICE
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3.3 Large Subrecipients Awards

Review the information provided and provide information for each subrecipient your
organization sub awarded more than $500,000 in a single subaward (Figure 8).

1. Click on the drop-down button in the Subrecipient Unique Entity Identifier (UEI)
Availability to select Yes or No.

2. Select Continue.

Organization Profile RAGTEWIELENGEN FAQs Contact  Logout

Large Subrecipient Awards

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Delete |

*Subrecipient Unique Entity Identifier (UEI) Availability

Please choose whether subrecipient has UEI .

Continue |

Figure 8: Large Subrecipient Awards Module

U.S. DEPARTMENT OF JUSTICE
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Subrecipient with UEI

If the subrecipient has a Unique Entity Identifier (UEI), you will be prompted to enter the UEI
and Single Largest Sub Amount (Figure 9).

1. Click on the dropdown button in the Subrecipient UEI Availability to select Yes.
2. Enter the subrecipient UEIL.

3. Enter the subrecipient Single Largest Sub-Grant Amount.

4. Select Add.

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Delete |

*Subrecipient Unique Entity Identifier (UEI) Availability

vee .

*Unique Entity Identifier (UEI) *Single Largest Grant Amount

T

Continue |

Figure 9: Subrecipient with UEI
5. The subrecipient profile will display at the top of the page (Figure 10).

6. Select Continue.

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Subrecipient Name: UEL:

Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

Delete

*Subrecipient Unique Entity Identifier (UEI) Availability
Please choose whether subrecipient has UEI .

T

Figure 10: Subrecipient Profile 1

The system will direct you to the Compliance with EEOP Requirements module, see 3.4 in this
user guide.

U.S. DEPARTMENT OF JUSTICE
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Subrecipient without UEI

If the subrecipient does not have a UEI, you will be prompted to provide information about
the subrecipient (Figure 11).

1. Click on the dropdown button in the Subrecipient UEI Availability to select No.

2. Enter the Subrecipient Name, Single Largest Grant Amount, Contact Name, Contact
Email, Contact Phone, Contact Street, City, Zip Code, and State/Territory.

3. Select Add.

tity ldentifie

Please cheose State .
—_—

Figure 11: Subrecipient without UEI

4. The subrecipient profile will display at the top of the page (Figure 12).

5. Select Continue.

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 10
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Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Subrecipient Name: UEL:

Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

*Subrecipient Unique Entity Identifier (UEI) Availability

Please choose whether subrecipient has UEI .

T <

Figure 12: Subrecipient Profile 2

The system will direct you to the Compliance with EEOP Requirements module, see 3.4 in this

user guide.

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 11
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Delete Subrecipient
To remove an existing subrecipient profile (Figure 13):

1. Click on the adjacent checkbox next to the subrecipient profile you want to delete. A
checkmark will appear inside the box.

2. Select Delete.

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Subrecipient Name: UEL:

I Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

T

*Subrecipient Unique Entity Identifier (UEI) Availability

Please choose whether subrecipient has UEI .

Figure 13: Delete Subrecipient

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 12
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34 Compliance with EEOP Requirements
Non-Exempt Verification

If your organization is not exempt from submitting a Utilization Report, you will be required
to electronically sign the Verification Form. Prior to submission, a notice will alert you of the
requirement to submit a Utilization Report. By clicking on Submit Verification Report, you
agree to the requirement (Figure 14).

1. Review the “Acknowledgement of EEO Program Data Collection, Maintenance and
Submission Requirements”.

2. Select E-Sign Verification Form.

Compliance with Equal Employment Opportunity Program (EEOP) Requirements

Read Instructions

Organization Name: COUNTY OF BEAVER UEL PWAKYHGMYYJ3 l
Address: P.0. BOX 392 BEAVER UT 84713-0362 Category | Type: Government Law Enfarcement | Special Jurisdiction Law Enforcement
Contact Name: Torm Do Contact Title: "
Contact Emall: tom. doe@usdol.gov Contact Phone:
Number of Employees: 150 ar Mare: Singie Largest Grant: $500.000 or More ’
| Subreciplent Award Greatsr Than $500,000: Yes Flied Utilization Report Laat Year: No
Acknowledgement of EEO Program Data Collection, il and Submission Requirs
I (authorized official) acknowiedge that | {organization) has an obligation to develop and submit an EEQ Frogram Utilzation Report to the Office for Civil Rights, Office of

Justice Programs, U.S. Depariment of Justice (CCR) for (fiscal year). | understand the regulatory obiigations under 28 CF.R. Section 42.301-.208 1o collect and maintain extensive employment dats by race,
national origin, and sex, even though our organization may not use all of this data in comgleting the EEQC Program Utiization Report.

By accepting financial assistance subject %o the civil rights provisions of the Safe Streets Act (organzation) is on notice that at some future date, during the active award period, the CCR may
request any of the employment data noted in the EEO Program regulations. | understand that in the context of an administrative investigation of an employment discrimination complaine, failure to produce
employment dats required for 3 comprehensive EEQ Program may aliow the OCR to draw an adverse inference based on the data's absence.

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

=> E-Sign Vesification Form

I my ization still have the obligation to submit a Utilization Report after having submitted this Verification Form. The system will redirect to Utilization Report module after | clicked
Submit Verification Form below.

Submit Verification Form

Figure 14: Non-Exempt E-Sign Verification Form

U.S. DEPARTMENT OF JUSTICE
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3. The blue box will turn orange to indicate the form has been electronically signed
(Figure 15).

By clicking E- Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

=)  ESined Veriicaton Fomn

| understand my organization still have the obligation to submit 3 Utilization Report after having submitted this Verification Form. The system will redirect to Utilization Report module after | clicked
Submit Verification Form below.

Submit Verification Form

Figure 15: E-Signed Non-exempt Verification Form

YOU ARE NOT DONE
YOU MUST SUBMIT THE VERIFICATION FORM

4. Click on Submit Verification Form acknowledging the requirement to submit a
Utilization Report (Figure 16).

By clicking E- Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form

E-Signd Verifcaton Form

| understand my organization still have the obligation to submit a Utilization Report after having submitted this Venfication Form. The system will redirect to Utilization Report module after | clicked
Submit Verification Form below.

= I

Figure 16: Submitted Non-Exempt Verification Form

5. Once the Verification Form is submitted, the system will generate an email and send it
to your email address. The email notification will confirm that your organization is
required to submit a Utilization Report (Figure 17). The system will redirect you to
the Profile Verification module. Your organization must maintain a written EEO Plan
and has additional reporting requirements.

Verification Form Received

EEOP Automated Email Service
To  (your email address)

Hello ({yourname} ,

Your EEQ Verification of Reporting Requirements Form for Award Year 20XXhas been successfully submitted. You may view and download the PDF version at any time in your account.

— N— —
Your organization must also submit an EEO Utilization Report for Award Year 20XX Please continue using the EEOP system for step-by-step guidance in preparation and submission of your EEO Utilization I
Report.

Thank you.

Office of Civil Rights
Equal Employment Opportunity Program

Figure 17: Non-Exempt Email Notification

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 14
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Exempt Verification

If your organization is exempt from submitting a Utilization Report, only a person with

Implementation Authority will be able to electronically sign and submit the Verification Form
(Figure 18).

1. Review the “Declaration Claiming Exemption from the EEO Program Utilization
Report Submission Requirement”.

2. Select E-Sign Verification Form.

Compliance with Equal Employment Opportunity Program (EEOP) Requirements

Read Instructions

Organization Name: COUNTY OF BEAVER UEL PWAKYHGMYYS3

Address: P.O. BOX 392 BEAVER UT B4713-0362 Category | Typs: Gavesniment Law Enforcement | Special Jurisdiction Law Enforcement
Contact Name: Torm Doe Contact Title:

Contact Emall: iom doe@usds) pav Contact Fnane:

Humber of Employees: 150 ar Mare Single Largeet Grant: $500,000 or More

Subreciplent Award Greater Than $500,000: Yes Flied Utillzation Report Last Year: Yes

Declaration Claiming Exemption from the EEO Program Utilization Report Submission Requirement

The rollowing Doxes apply:

Not-for-Profit Organization Tribe or Tribal Government
Educasonal Insstution Health Care or Hospital Faclity

Less Than 50 Employees Receiving Award(s) Less Than 525,000
7

Filed Utilization Report Last Year

Lo (authorized official) verify that {organization) is not required to prepare an EEQ Program Utilization Report during (fiscal year) for the reason(s) checked atove.
pursuant to 28 C.FR. Section 42.202. | further verify that (organization) will comply with applicable federal civil rights laws that profibit discrimination in employrnent and in the delivery of
senices

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

E-Sign Verification Form <=|

Submit Verification Form

Figure 18: Exempt Verification

3. The blue box will turn orange to indicate the form has been electronically signed
(Figure 19).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

N —

Figure 19: E-Signed Exempt Verification Form
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YOU ARE NOT DONE
YOU MUST SUBMIT THE VERIFICATION FORM

4. Select Submit Verification Form (Figure 20).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

E-Signed Verification Form

Submit Verification Form @

Figure 20: Submitted Exempt Verification Form

5. Once the Verification Form is submitted, the system will generate an email and send it
to your email address. The email notification will confirm that your organization is
exempt from submitting a Utilization Report (Figure 21).

Verification Form Received

EECOP Automated Email Service
To  (your email address)
Hello ({your name)

Your EEO Verification of Reporting Requirements Form for Award Year 20XXhas been successfully submitted. You may view and download the PDF version at any time in your account.

I Your organization is exempted from submitting an EEO Utilization Report for Award Year 20XX

Thank you.

Office of Civil Rights
Equal Employment Opportunity Program

Figure 21: Exempt Email Notification

The system will redirect you to the Verification of EEO Reporting Requirements Status. You

may choose to view or download your submitted form or exit the system by clicking Logout
located on the top right of the module.
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3.5 Profile Verification

The system will direct you to verify your profile and organization information to begin
preparation of the EEO Utilization Report for the listed organization (Figure 22).

1. If the information displayed on the screen is correct, select Accept. The system will
direct you to the Reporting History module.

2. If the information displayed on the screen is not correct, select Not Accept. The
system will redirect you to Verification of EEO Reporting Requirements Status module.

Profile Verification

Please verify that the information below is correct:

User Information Organization Information
Name: Name:
Title: Address:
Email: City:
Phone: State:
Zip:

I verify that the above User and Organization Information is correct and | am authorized to prepare the EEO Utilization Report for the listed organization

The Equal Employment Opportunity (EEQ) Program system was designed to assist DOJ grantees meet the civil rights regulatory requirements of 28 C.F.R. Section 42.301-.308
You are not required to use this system to prepare your EEQ Program related Utilization Report. However, be aware that failure to use this system does not remove or change
your organization’s requirement to prepare a written EEQ plan, maintain related records and submit portions of the plan (including a Utilization Report) to OCR. For more

information on the EEO Program requirement see OCR's website

= T TN

Figure 22: Profile Verification Module
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4. Prepare a Utilization Report

The following sections will guide you through the process of preparing and submitting a
Utilization Report.

Note: To navigate the sections of the Utilization Report, select the <<Go Back or Next Page>> on
the top right of the screen. The system does not support the BACK arrow, to return to a
previous page select the <<Go Back button only.

41 Reporting History

The system will display the Reporting History Module. The Fiscal Year column displays
previous and current reports. The Available Action column allows you to click on the link to
act for the individual report listed (Figure 23).

1. To begin preparing your Utilization Report, select Create under the Available Action
column. The system will direct you to Prepare the Utilization Report.

2. To edit an existing report, select Edit.

Reporting History FAQ << GoBack

Current Utilization Report Signing History
Date Name Titie Emall Phone

| Create |

“Available Action J| o

Utilization Report History

Fiscal Year

Create Re|

2023

Edit Existing Reports.

View Gompleted/Locked Reports
7022 Exempl
2021 | Exempt

For further guidance about the reporting process click here.

Figure 23: Reporting History Module
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4.2 Prepare the Utilization Report

The system will display the EEO Utilization Report Seven Sections: Checklist module (Figure
24)

Note: If you are a returning user and have completed any of the sections, the completed sections
will be checked. You can return to any completed checked section by clicking on it.

1. Select Next Step>> to continue to the next module.

r
FAQ =< Go Back Next Step >>
EEO Utilization Report Seven Sections: Checklist

This tool will guide you in developing your EEQ Utilization Report which will contain seven sections. If you are a returning user and have completed any of the sections below, that section will be underlined.
You can return directly to any underlined section by clicking on it.

—
Section One: Policy Statement

Provits your organiza
iminnmmmauﬂysii
Report on the composition of your workforc
Census Bureau kabor market data in broad job categories, cress-classified by race, nation: igin, and sex

Section Four: Utilization Analysis

Compare your Wentify any Wihin your warkforce by race, national ongin of Sex, in he broad b categories

non-giscriminalion policy stalemsnl Uplsad relvant supporting documenation such as fndings of eiserimination

road job categories, eross-tiassiied by race, national arigin, and sex

Five; ive Interpretation of Data
Provide a wiiten namative anaiyzing and interpreting your worklorce Geta, inchuding current trends:
Section Six: Objectives and Steps

to address any identifisd steps and your org: v to schieve them
Section seven: Dissemination Strategy: Internal & External

Wake 2 plan for inzting th tion Report within your organization and o the public.

Figure 24: Checklist Module
Seven Sections:
Section 1 of 7: EEO Policy Statement

1. Enter your organization policy statement in the text box (Figure 25).

NOTE: If your text exceeds 2,000 characters, you may upload your policy as an attachment (see
“How to upload Supporting Documentation”).

2. Select Next Step>> to continue to the next module.

Section 1 of 7 FAQ << Go Back
EEO Policy Statement

Please copy your organization's nondiscrimination policy statement inta the box. If your policy statement is more than 2000 characters please attach it using the link below.

Test ‘What is 2 nondiscrimination policy statement? click here

Supporting Documentation

If your EEQ policy statement is more than 2000 characters you may upload the policy statement here.

Documents Uploaded

Name
Uniform, Appearance, Equipment (2) (1) (2) (1) (1).doc

Figure 25: EEO Policy Statement Module
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How to upload Supporting Documentation

1. Select Click Here to be directed to the “Documents Uploaded” page (Figure 26).

e ]
Section 1 of 7

EEO Policy Statement

Please copy your

policy into the box. If your policy statement is more than 2000 characters please attach it using the link below.
(

Supporting Documentation

If your EEO policy statement is more than 2000 characters you may upload the policy statement here.

IIcIick here to upload document(s). I <:

Figure 26: Document Upload 1

2. Select your document by clicking on the Choose File button, then select Upload to
upload your document (Figure 27).

Documentation Upload

Please click the Browse button to select your document and then click the Upload button to upload the document. Click the Cancel button to return to the previous page
Select Documerf :| Choose File

Upload | | Cancel |

1

Figure 27: Document Upload 2
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Section 2a of 7: Total Number of Employees of Known Race, National Origin, and Sex

This module requires information to create a Workforce Analysis Chart that shows the
number of employees in your organization, cross-classified by race, national origin, and sex in
eight (8) major categories (Figure 28).

1. Enter the Total number of employees.
2. Enter the Number of employees of unknown race, national origin, or sex.

3. The Total number of employees of known race, national origin, or sex will auto
populate.

4. Select Next Step>> to continue to the next module.

Utilization Report | Profile and Verification
Section 2 of 7

i Not Step >>
The Total Number of Employees of Known Race, National Origin, and Sex

It et screens s Uil b asiong you t crests = Worklorcs Anslysis Chart st shaws the mumBer of mploysss i your crganizstion, cross-<lassifed by racs andsex, i eacn o . What if an empiayees race,national arigin or sex 1s unknaun ? Click

P10ase 0e0UCt ING NUMDAT of #MOICy2es of UNKIOW F4Ce, NatioNal OrIgIn, OF $65 TTOM YOUT 1otal NUMDAY of employees. Tha Weridorce ANAIYSis Chart willbe pIepoguIaIed with I 101al NUMBE Of aMPIOyEas of KNOWN face, National Ngin, and sax.

For help on determining whe is an employee, Click here
Total number of empicyess: 150

Number of empicyees of unknown race, national ongn, or sex: 0

Tolal number of empioyaes of known race, National ongin, of sex. 150

Figure 28: Employee Classification Module
Section 2b of 7: Building Sworn Officers Rank Chart

The system will prompt you to Build a Sworn Officer Rank Chart that includes each of your
organization’s sworn ranks, from lowest to highest, and the number of employees for each
rank classified by race, national origin, and sex (Figure 29). Please use PATROL OFFICERS as
the first level, sworn, non-supervisory rank regardless of the actual title your organization
uses.

1. Select Add Law Enforcement Rank.

Utilization Report | Profile and Verification

Building Sworn Officers Rank Chart

Sworn Law Enforcement Ranks

Sergeant

[ [ Frtocevo Senvicos SworParor omeers

[ Delete Law Enforcement Rank |

Add Law Enforcoment Rank

Figure 29: Sworn Officers Rank Chart Module
2. Enter the Sworn Officer Title in the Rank Title text box (Figure 30).
3. Select Submit.
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| FAQ
Sworn Officers Rank Information

| [ Cancel || Submt <:|

Rank 'chI

Figure 30: Sworn Officers Rank Title

Continue this process until the highest sworn rank in your organization has been entered and
the chart should reflect your organization's actual hierarchy.

4. Select Next Step>> to continue to the next module (Figure 31).

ection 2 of 7

FAQ <= Go Back Next Step >> [
Building Sworn Officers Rank Chart

Utilization Report | Profile and Verification

Befors complsting & e Chart,

R
mustcreate & = by Rani Chart that shows s number of emplayess
“The frstfow i me enar, wmien s e, s for patrol officers vnte law entorcement agencies may use arerent

To create adeiional rovs in the chart fo
process uril ihe hgnest svor Fank m you

in &sch swam rank. cross-classified by race, national ongn. and sex,

please use Patrol OMc

5 the TSt NONSUPENVISery Tank 10T @ COMMISSIoNed oficer In Your organzation

et rank, click "ASd Law Enforcement Rank”, and type in that your org uses. For example
ization Nas Been entered &Nd e Chart SNOIS fefect yaur OgRNEZatioN's Acual hierarchy

r organization sbove patrol officer, you would press the “Add Lsw Enforcement Rank” button snd type in the word, “Sergsant” Continus i

Sworn Law Enforcement Ranks

Sergeant

[ [ Froocive Servicss Swor Para o

Add Law Rank | [ Delete Law Rank |

Figure 31: Next Step Button
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Section 2c of 7: Sworn Officers Rank Chart

The system will display the data entered on the previous page. The chart is broken down by
sex and race or national origin (Figure 32).

1. Enter the number of employees for each job category in the Total column.

2. Enter the number per column category.

3. Select Next Step>> to continue to the next module.

Utilization Report | Profile and Verification

ection 2of 7

Sworn Officers Rank Chart

Enter the number of employees for each rank broken down by sex and race or national origin.
Male Female
Job Category Total Black or Hgigf.zn T Blackor ~ “merican H;ljfg‘:én
“'SLF’EH"'C or African "Xi““;m Aslan or Other RMM . White H“T_p":.n'c or African Ir}\t"ﬁlm Asian or Other
S American NE(S, e Pacific Sf:s’ L American Nats = [
=i Islander af Lo Islander

Sergeant o 0 0 0 0 0 0

%

American

Protective Services:
Sworn-Patrol
Officers

0%

Figure 32: Sworn Officers Rank Chart Module

4. The system will import the information entered in the Workforce Analysis Chart
(Figure 33).

5. Review the information on the chart.

6. Select Next Step>> to continue to the next module.

ilizatie port | Profile and Verification
Section 2 of 7 FAQ << Go Back Next Step >>
Race, Sex, and National Origin of Sworn Patrol Officers and Sworn Officials

Law enforcement agencies must separale thei swom emplayees inlo two calagaries:

Law enforcement agencies break this calegory down Inlo two aodiional subcategaries:

1

Figure 33: Law Enforcement Chart Module
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Section 2d of 7: Workforce Analysis Chart

In each job category, enter the appropriate information to calculate the number of
employees (Figure 34).
1. Enter the total number of employees in each job category in the Total column.
2. Enter the number of employees for each category by gender and race or national
origin.
3. Select Calculate %.

4. Select Next Step>> to continue to the next module.

Workforce Analysis Chart G

In each job category row below, enter the number of employees cross-classified by race, national origin,  For help assigning a position to the correct job
and sex. Make sure the row total reflects the total number of employees for that job category. categories, click here

The total number of reported employees is: 56 I i o i
C o your totals in each row do not add up to 100%, click
Once you have entered all of the workforce numbers click here] alculate here

Male Female

Section 2 of 7

Native Native

Hispanicor  Blackor Ak Hawaiianor  Two or More _ Hispanicor ~ Disckor Amaricay Hawaiianor  Two or More
White - African Indian or Asian - White = African Indian or Asian B
Latino ) . Other Pacific  Races / Other Latino 9 . Other Pacific  Races / Other
American  Alaska Native American  Alaska Native

Islander Islander

g

gl21S|2|2]|2)%]¢2

oF a copy of a blank Workforce Analysis char.click here

Figure 34: Workforce Analysis Chart Module
Section 3a of 7: Relevant Labor Market

This module involves selecting the relevant labor market to evaluate your organization’s
workforce in comparison to your community (Figure 35).

1. Click on the form field to select your State.
2. Click on the form field to select the Relevant Labor Market.

3. Select Next Step>> to continue to the next module.

LI

Select the Relevant Labor Market

ved seleciing the

the most relevant labor marke! statisics are from a stala. a caunty. a number of counies. a city ortown, or a metropoiiian (MSAY sus data for some ‘may aiso kit your oplions.

Selact your State:
Virginia

Select the relevant labor market below:
Loudoun County

Figure 35: Relevant Labor Market
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Section 3b of 7: Relevant Labor Market Statistics

The Relevant Labor Market Statistics chart will display the information provided in the
previous module (Figure 36).

1. Review the relevant market statistics that have been loaded for the county selected.

2. Select Next Step>> to proceed to the next module.

Relevant Labor Market Statistics

Rewens e relevant market statistis that have been lozgex for Loudoun County befors processng to e next step

13,075433% | 1645505 [ 1335005 208560% | 4% 500/1.7% 8000258% | 2552.8% 77502 6% 1510% 1,495/5% [T 27510.9%
1263501 1% |12s02e%  f140002% 220008% | 15m0% 90521% 15300049% J1srsaen  [142s02%  Jeonan 35651% [ 1s0n 35000.8%
352036.7% | 00i7ee 7207 3% 43004.4% 0% 510,75 2655269% | 61568.2% 44514 5% /0% 56015.7% 0% 160/1.6%
1756050.2% [ 2106% 530115.2% 20015.7% 00.3% 14014% 33509 6% 1002 9% 10513% /0% 85127% B 15/0.45%
05362%  [16525.4%  [3ssan 203,45 00t 2003.1% 12610.2%  f ok 2513 8% /0% 25038 0% /0%

a e Suppa e520235% [1eeomen  [iTieae B £101.1% 125t03s%  |2rosmswn  |2s0072x  [asmin 273878% | ss0a% 850i2.4%
7180455%  [5410051% [asssau 54514.2% At 32021% 410275 26501 7% 10511 3% /0% 7510 5% 4% 100.1%
Tea022%  |sessrean  [areens 1555845 | 0% 49011 4% e e e e 150045%  fons 30000.8%
5,760%  [18115m0%  [learsiss 234/0% 11,000/6% 7% 2,8502% 4522528% | 1as7% | 7,280i% 1850% 101505% | 1140% 1,8701%

Figure 36: Relevant Labor Market Statistics
Section 4a of 7: Utilization Analysis Chart: Subtraction

The Utilization Analysis Chart: Subtraction provides an overview of your reported workforce
to the relevant labor market statistics for the area that you selected (Figure 37).

1. Review the Utilization Analysis Chart: Subtraction.

2. Select Next Step>> to proceed to the next module.

Utilization Analysis Chart: Subtraction

The fourth section involves reviewing utilization analysis charts. Using simple subtraction, the first utilization analysis chart compares your reported workforce to the relevant labor market statistics for the area that you
selected. The negative numbers indicate underutilizations (i.e., where your workforce has comparatively fewer people in each category than similarly qualified people available in your labor market). *The system
calculates workforce utilization to the closest whole number.

Job Category y o 2 Hispanic or
Latino Latind
Offcials/Agministrators.
" Agency

Cloud County

Utilization % * % % % 5 -34%
Professionals
Your Agency 0/0% 5/100% 0% 0% 0% 0%, 0% 0/0% Q0% 010% 010% 0% 0% 0%

Cloud County 190:28.2% 0I0% 25/3.7% /0% 0% 010%. 0% 440065 4% 40.6% /0% 010% 410.6% 0% 1011.5%

Utilization % * -26% 100% 4% 0% 0% 0% 0% 65% 1% 0% % 1% 0% 1%

Technicians
Your Agency 0/0% 0% 0% /0% 0% Q0% Q0% 0/0% Q0% /0% 010% 0% 0% 0%
Cloud County 210/51.3% 102.4% 0% A1% 0% 010%. 1072.4% 185040 3% 010% /0% 010% 0% 0% 1012.4%
Utiizatiof 51% 2% 0% 1% 0% 0% 2% -a0% 0% 0% 0% 0% 0% 2%

Proteciive Services: Swom-Officials.
Your Agency 0% 00% 0% 0% 010% 010%. 00% 10100% 00% 00% 010% 0% 0% 00%
Cloua County 251100% 0% 0% 010% 00% 0%, [ 0% 0% 010% 0% 0% 0 o

Utilization % * -100% 0% 0% 0% 0% 0% 0% 100% 0% 0% 0% 0% 0% 0%

Pr 5. Swom-Palrol Officers
Your Agency 201100% 0% 0% 0i0% 0% 0% 0% 0/0% 0% /0% 00% 0% [ 0%

Figure 37: Utilization Analysis Chart: Subtraction Module
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Section 4b of 7: Utilization Analysis Chart: Statistically Significant Underutilizations

The Utilization Analysis Chart: Statistically Significant Underutilizations displays each job
category where a statistically significant underutilization for a particular group is identified
(Figure 38).

1. Review the Utilization Analysis Chart: Statistically Significant Underutilizations.

2. Select Next Step>> to continue to the next module.

Section4 of 7 3 5
FAQ << (Go Back Next Step >>
Utilization Analysis Chart: Statistical Significant Underutilizations

ing discr Yp i p courts have g y g the use of Chi-square or Fisher's exact test to ine if underutilizati groups are statistically
significant and unlikely to be due to mere chance.

Based on the data you provided, the utilization analysis chart below displays each job categories where based on this standard a isti ignifi nderutilizati jualified workers for a particular
group may have occurred.

Male Female

Amencan s y American
Indian or . ahite  Hispanic or indian or
Alaska Sia vhie Latino ska
Native

Job Category
Asian

Technicians.

Prolective Ser

Skilled Crafl

Figure 38: Utilization Analysis Chart: Statistically Significant Underutilizations
Section 5 of 7: Narrative Interpretation Data

After reviewing the Utilization Analysis Chart, write a narrative that interprets and explains
the data (Figure 39).

1. Enter your narrative in the text box.
2. If you are uploading documentation, select Click Here and follow the instructions

provided in Section 1 of 7: EEO Policy Statement to upload documents.

NOTE: If your text exceeds 2,000 characters, you may upload documentation (see “How to upload
Supporting Documentation” in Section 2 of 7). More than one supporting document can be
uploaded to the Narrative of Interpretation page.
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utilization Report | Profile and verification
Section 5 of 7 N .
_ ) FAQ << Go Back Neaxt Step >>
Narrative Interpretation of Data
A ravening e UUIZation Analysis Ghart. wills a Rarale Ial inlerorsls and xplaing ha dala. This paticuiatjob categoriss o CRTLCUIAr 3C8 and Sex, 1N 8xpiain Why feIaIVEIY Ngh Darcanlages of underreprasentalion may ba DCCUITING. AGGIIonal, 13c10rS that
inform your organization's worklorce profie, such 35 uni arap since Cens should be noled and explained. For a1 an interp see e Sample EEO Utilizati
2 fo the online EED Click
here
Can I cut and paste text into the online EEG Utilization Report? Click
here
Supporting Documentation
ol findings of against your from the past three (3) years. ion such as so b
uploaded here.
Name Action
Uniform, Appearance, Equipment (2) (1) (2) (1) (1).doc | Replace | Delete 1
click here to uplaad documents) I

Figure 39: Narrative Interpretation of Data Module

3. Once complete, you will be redirected to the Narrative Interpretation of Data module.

Review the “Documents Uploaded” box to review the uploaded documents (Figure
40).

4. Select Next Step>> to continue to the next module.

Utilization Report | Profile and Verification

Section 5 of 7

Narrative Interpretation of Data

Next Step >>

A taening e UNZation Analysis Charts, wils 3 NaNatve Matinterprels and axplaing ha oala. This paricuiar job categories o PATLCUIAT aca 300 Sex, Men @xpiain Why feIaBVEly Nigh 041canlages o UnGeIeprasantalion may ba BCCUITING. AGIIoNal, 13¢t0rs that

Slorin your CrOanZabons Workiolce (Fofie, Sueh 45 Uk _— since Cans shoukdbe olsd and explained. For a an ss2he Sample EEO Utilizati ep

test [ onling EEQ Click
here
Can | cut and paste Lext into the onling EEO Utilization Report? Click
here

Supporting Documentation

ipload relevant supporting findings of against your from the past three (3) years. ion such as Iso b
uploaded here.

Name

e
pment (2) (1) (2)(1)_(1).doc | Replace | Delete |

Iniform, Appearance, Ex

click here t upisas ecuments)

Figure 40: Uploaded Documents
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Section 6 of 7:0bjectives and Steps

List your planned objectives to address any underutilization identified or to maintain your
current utilization (Figure 41). You must enter at least one objective. Objectives will answer
the question: What needs to be done to achieve EEO?

1. Select Add Objective.

Utilization Report | Profile and Verification

Section 6 of 7
Objectives and Steps

In section six, provide your organization's siralegy to address any identified underutiization or to maintain current utization

s Based on the interpretation of your organization's utilization data, provide specific, measurable objectives. Objectives will answer the question: What needs to be done to achieve EEO?
2 Provide the concrete steps your organization will take to meet the objective. Steps answer the question: How will this objective be met? Steps should include the action(s) to be taken, a time frame for completion and identify who
within your organization is responsible for the step.

For examples of objectives and steps see the Sample EEQ Utilization Report

To enter objectives click on the "Add ODjective” button Delow, ENter the Arst ODjective In e text box,

Afier entering the objective, you wil be required to enter the steps that your organization wil take to implement that objective.
For each additional cbjective, repeat the same process

To edit, simply click the name of the objective you want to change. Atext box will appear with the name of the objective. Edit the text and click submit

Active Objectives

Obecive [ | ]
0O |orecve ‘mmmm;’m |Ad.|:LS_lcu ‘mmmm:p

5 Siso 1

Figure 41: Objective

2. The system will direct you to enter the objective in the text box. Enter objective and
select Submit (Figure 42).

Objectives

(0 J
[ cancel |[ Submit | < |

Figure 42: Add Objective

3. After entering the objective, you will be required to enter the steps that your
organization will take to implement the listed objective. Each objective must have at
least one step. Steps should include the specific action your organization will take,
include a timeframe for completion and identify who is responsible for the step.

4. Select Add Step (Figure 43).

Section 6 of 7
Steps to Achieve Objectives

I m— Stonls)

Delete Step |
Add Step I

Figure 43: Add Step
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5. Add the Step in the Objective text box. Select Submit (Figure 44).

Steps to Achieve Objectives

0BJ1

[ cancel || Submit |

Figure 44: Add Objective Step
6. To view or edit the step, select View/Edit Step (Figure 45).

7. For each additional objective, repeat the same process

8. Select Next Step>> to continue to the next module.

Utilization Report | Profile and Verification

FAQ << Go Back
In section six, provide your organization’s sirategy to address any identified underutiization or to maintain current utiization

1 Based on the interpretation of your organization's utilization data, provide specific, measurable objectives. Objectives will answer the question: What needs to be done to achieve EEQ?
2 Provide the concrete steps your organization will take to meet the objective. Steps answer the question: How will this objective be met? Steps should include the action(s) to be taken, a time frame for completion and identify who

within your organization is responsible for the step.
For examples of objectives and steps see the Sample EEO Utilization Report

To enter objectives click on the "Add Objective” button below. Enter the first objective In the text box.

Section 6 of 7 Next Step >>

Objectives and Steps

After entering the objective, you wil be required to enter the steps that your organization will take to implement that objective.

For each adgional cbjeciive, repeal INe same: process.
To edit, simply click the name of the objective you want to change. Atext box will appear with the name of the objective. Edit the text and click submit

[ [ obeetive [ 1
| View/Edit/Delete Step N
1|

O |omeesve ‘ View/Update Objective | Add Step

s siso 1

Add Objective Delete Objective

Figure 45: View/Edit Objective
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Section 7a of 7: Dissemination Strategy: Internal
This module requires you to explain how you will disseminate the EEO Utilization Report
within your organization (Figure 46).

1. Enter your internal dissemination strategy in the text box.

2. Select Next Step>> to continue to the next module.

utilization Report | Profile and Verification

Section 7 of 7 << Go Back Next Step >>

Dissemination Strategy: Internal

Figure 46: Internal Dissemination Strategy Module

Section 7b of 7: Dissemination Strategy: External

This module requires you to explain how you will disseminate the EEO Utilization Report
outside of your organization, including to the general public (Figure 47).

1. Enter your external dissemination strategy in the text box.

2. Select Next Step>> to continue to the next module.

utilization Report | Profile and Verification

Dissemination Strategy: External

Descrie how your organczation's EEO UNiiZation Report wil be Gisseminated outside your organization. For examples of extemal dissemination of an EEO Utization Report Click here

Figure 47: External Dissemination Strategy Module
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5. EEO Utilization Report

The system will display the EEO Utilization Report module. Before you submit your EEO
Utilization Report for approval, you must certify it as final (Figure 48).

1. Enter your Name, Title, Email address, and Phone number.

2. Click the PDF icon, and the uploaded documents in the “Documents Uploaded” box,
to review your report and uploaded documents prior to submission.

3. When you are ready to certify and submit the report to OCR, select Certify and
Submit as Final.

utilization Report | Profile and Verification

EEO Utilization Report

Before you submit your EEO Utilization Report for approval, you must certify it as final. To submit please fill in required fields and click on

the "Certify and Submit as Final" button.

Name:

“required
Tite:

*required

Emai

*required

Phane

“required

your Equal Employment Opporunity Program. Electronic SUDMISsion of s raport constitutes a

EEO Utlization Reports d and certified by a has the authority

signature and certification.

Contify and Submit as Final 4=

email EEOPFOrms@usdoj.qov i you have IT or system related problems witn your submission, pleass

e call the EEOP Senvice Desk at 202-307-0627 and leave a detsied

ission, please call the Offies for Gl Rights at 202-616-1771 and lzave  detalled message, or

Figure 48: EEO Utilization Report Module

I£you st require programma

4. A pop-up will appear to certify that you have the proper assigned role to implement
the EEOP (Figure 49). Review the information in the pop-up.

5. Select OK to certify and submit as final.
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'\!4! Office of Civil Rights ecop-test.ocr.ojp.gov says
)/ Equal Employment Opportunity Program
J

By clicking OK you are certifying that you are a responsible official who

N ) i
has the authority to implement your Equal Employment Opportunity zation Roport | Profie and Verfiation

FEO Utilization Report Srcgra m

Before you submit your EEQ Utilization Report for appr( n Cancel

the "Certify and Submit as Final" button.

Name:

Sabrina Rahman
“required I—I
Title:

Manger
“required
Email

test@gmail.com
*required
Phane:

571-399-6478

*required
EED Utiization Reports must ba signad and certified by 4 responsible official who has the authority to implement your Equal Emplayment Opportunity Program. Electronic submission of this report constitutes a
Signature and certfication.

Centify and Submit as Final

o

A
To open, review and print your compiete EEQC Utilization Repar click hete. L]
clicking the de s name links below

Documents Uploaded

The documents yau uploadsd for this EEQ

It you still require programmatic assistance with your submission, please cal tne Office for Givil Rights at 202-616-1771 and leave a detailed message. or emall EEQPForms@usdoj.gov fyeu nave IT or system related problems with your suamission, piesse call the EEOP Service Desk at 202-307-0527 and leave a detailed

message oremat EEOPITSupport@usdoj.gov.

Figure 49: EEO Utilization Report Pop-up

The system displays a “Congratulations” page. You have completed the Utilization Report
submission process. OCR will review your report and contact you as needed (Figure 50).

Profile and Verificatio

EEO Utilization Report

Cangratulations, you have completed the EEO Utization Report You can download the PDF bakw as confimation that ullization report has been comgieted and lo archive.

The form was cerifisd by Sabrina Rahman, Manger, Email-test@gmail. com, Phone=571.399.6478, on Thu May 04 13 0330 EDT 2023

EEO Utilization Reports must be signed and certfied by a responsible official who has the authority to implament your Equal Employment Opportunity Program. Electronic submission of this report constitutes a
signature and certification.

T open, reviaw and privtyour complete EEQ UTization Report Cick here.
Tne docuren 20 fortnie EEQ Unization Report can

1t you nave IT ar Brablems win your susmission, please cal tne EECP Service Desk a1 202-307-0621 and leave a defaled

f you il require Programmatic assistance win your supmissicn, please cal ine Office for Gl Rghts at 202-516-1771 and leave a detased message. or emal EEOPFor
message, or omail EEOPTTSupport@usdej.gov.

Figure 50: Review and Print EEO Utilization Report

Click the PDF icon to open, review, and print your completed EEO Utilization Report. You may
also review any uploaded documents by clicking on the document.

Once the Utilization Report is submitted, the system will generate an email and send it to
your email address to confirm submission (Figure 51).
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EEO Utilization Report: Acknowledgment of Receipt

@ EEOP Automated Email Service
o

Hello

'Your EEO Utilization Report for FY 20XX has been submitted for review. THIS IS AN ACKNOWLEDGMENT OF RECEIPT, NOT AN APPROVAL. The Office of Justice Programs, Office for Civil Rights will review your
lsubmission. If it meets the reporting requirements, you will receive formal notice that your submission has been approved. If further information is necessary, someone from OCR will be in contact with you.

Thank you.

Office of Civil Rights
Equal Employment Opportunity Program

Figure 51: EEO Utilization Report Submission Notification

As a matter of policy OCR reviews all Utilization Reports from recipients with a single award
of greater than $500,000. Your reporting requirement is not fulfilled until OCR reviews and
approves your submission. Utilization Reports from recipients of $25,000 — $499,999 are also
subject of periodic review. To return to the Organization Profile, select the Profile and
Certification link in upper right corner.
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